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EV1 Calendar Request: Visits and Trips 

Please complete the form and forward, in the first instance, to the �& %�")��"1"/" 

Department�*UDGH�/HYHO 
Lead Organi5er of event 
Preferred day and date 
Until day and date 
Start/Depart Time (use 24 hr clock) 
End / Return Time (use 24hr clock) 
Location / Venue 
Year Group/s involved 
Total Number 
Estimated Total Staff Supervisors 
Approximate Cost 

Is the event:    syllabus related � wider learning opportunity � 

Has the �$1$.$*)��$- �/*-ҝ�!!$� ���)�" - been informed of this submission? � 

Indicate a title for the event and outline its relevance (attach a copy of any published information) 
Please check with other departments in respect of conflicts 

Date of Submission Organi5er Signature 

 ..............................................................................................................................................................................  

To be completed by ������($)$./-�/$*) 

Approved � Being Reviewed � Not possible � 

High School Fine Arts - Music
Emily K. Tousek
Saturday, December 7
same day
11:00
14:00
Lilly’s on the Water, Clermont FL
Wren 5 (grades 10-12)
5
1
n/a

●

●

Wren 5 - Christmas Caroling Gig “Winter Wonderslam” at the Lilly’s On the Water

11/19/21
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Other Comments 

Date �������
��Signature 
11/19/21
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EV2 Educational Visit Information 

Organi5er 

Year/Groups Number 

Date Day Month Year 

Depart Time From (exact location) 

Return Time To     (exact location) 

Complete below if visit more than one day 
Return Day Month Year 

Return Time To  (exact location) 

Venue/Location 
Address 

Organi5ation Telephone 

Transport/ Travel Company Telephone 

List of Staff / Accompanying Adults (see overleaf) 

List of all pupils (EV4) 
taking part must be attached to this and forwarded to the �!!$� ���)�" -. 

Absences 
from the group must be communicated to the �!!$� ���)�" - prior to departure. 

Signed Date 

Group Leader must forward this form fully completed to the �$1$.$*)��!!$� ���)�" - one school week prior 
to departure.  Subsequent changes must also be notified to the �$1$.$*)��!!$� ���)�" -.  

Emily K. Tousek

10-12 5

4 December 2021

11:00 Lilly’s On the Water

14:00 Student Homes

Lilly’s ON the Lake
Lily's on the Lake

846 W. Osceola Street, Clermont, 34711

Lilly’s On the Lake 352-708-6565

 - student’s parents  n/a

11/19/21
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�!!$� ���)�" - to copy to: 

� 'LYLVLRQ�'LUHFWRU
� � +/ҝ�-�� � 1 '�
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EV2 Contact Information 

Contact Information 

School numbers are to be used when incident occurs during the school day. 

School 

Preparatory 

�-�).+*-/�/$*) Mobile �-�).+*-/�/$*) Mobile 

Venue Number 

Group Leader Contact Mobile 

Other Staff Names Mobile Contacts 

Windermere Preparatory School

Parent’s Drive Students

Emily K. Tousek 423-423-6635
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EV2 Emergency Plan 

�������
��������� �$�#� '�� / -  ԙҸҴҹԚ ҵҷҵӿһҳҸҺ

Emergency Contact Details 

Name/s �,�&)" �*�&) 

�/ 1 )��# #�)

�*#)�����''

�-ө��$/�# ''���' -)*

ԙҼҸҷԚ�ҵҷҼӿҵҶҳһ

ԙҷҳҺԚ�ҶҷҳӿҼҺҼҹ

ԙһҶҴԚ�ҵҼҴӿһҼҺҹ

./ 1 )ө.# #�)Ղ2$)� -( - +- +ө�*(

%*#)ө(���''Ղ2$)� -( - +- +ө�*(

($/�# ''ө.�' -)*Ղ2$)� -( - +- +ө�*(
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EV3 Risk Assessm

ent All Educational Visits V10 
Page 1 of 9

EV3 Risk Assessm
ent: All Educational Visits 

Educational Visit: 

From
: 

To: 

Date: 

Location: 

Trip Leader: 

Headings/Specific 
Risks 

Likelihood 
(Probability) 

Im
pact 

(Severity) 
Risk 

score 
Risk 

Level 
Control M

easures 
Guidance Notes 

Organi5ation and 
Pre-planning 
(Insert specific risks 
relating to the EV) 

Group leaders w
ill have read and w

ill follow
 the School 

Educational Visits Safety Policy and Guidelines. Staff 
accom

panying w
ill be suitably experienced and/or 

qualified and the nature and risks related to the trip 
planned for and discussed. 

Accidents and 
Em

ergencies 
Leaders w

ill have im
m

ediate access to a copy of 
Em

ergency Procedures, including all em
ergency contact 

num
bers, carry at least one functioning m

obile phone 

W
ren 5 Caroling G

ig

12/4/21
12/4/21

Lilly’s O
n the Lake

Em
ily K. Tousek

1
3

Unlikely given the type of event 
(singing)

2
Trivia
l
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Headings/Specific 
Risks 

Likelihood 
(Probability) 

Im
pact 

(Severity) 
Risk 

score 
Risk 

Level 
Control M

easures 
Guidance Notes 

M
edical Issues 

The group m
ust have at least one m

em
ber of staff w

ith 
an appropriate level of first aid training, carry a first aid 
kit, advise pupils on personal m

edication protocols. Staff 
w

ill carry relevant inform
ation regarding students’ 

m
edical conditions. Precaution w

ill also be taken to 
respond to travel sickness. 

M
isbehaviour 

(general) 
Staffing supervision is w

ithin School recom
m

ended 
ratios and w

ill be sufficient to m
aintain good behaviour 

and w
ill take account of individual student cases w

ho 
m

ay be a cause for concern. Pupils are briefed regarding 
expectations and specific requirem

ents as necessary 

Lost Group M
em

bers 
Pupils w

ill be briefed to stay together as a group and to 
look after each -buddy system

 – and know
 w

hat to do if 
they becom

e separated from
 group, know

 w
here and 

how
 to contact a staff m

em
ber in an em

ergency, agree 
m

eeting points for the start and end of sessions 

Special needs, 
m

edical, behavioural 
Consult School Concern List and responded to ensure 
adequate arrangem

ents. Staff m
ake individual 

requirem
ents as appropriate follow

ing appropriate 
consultation w

ith key m
em

bers of staff. The 
program

m
e/itinerary w

ill be arranged w
ith due regard to 

the m
edical issues, m

obility and special needs of all 
m

em
bers of the group 

2
5

M
asking, First Aid Kit, Student Health 

inform
ation

1
2

Students will be briefed on expected 
behavior prior to the event.

2
3

W
e w

ill all be singing in a central 
location at the restaurant

2
4

3112

Tolera
ble

Trivia
l

Trivia
l

Trivia
l
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Headings/Specific 
Risks 

Likelihood 
(Probability) 

Im
pact 

(Severity) 
Risk 

score 
Risk 

Level 
Control M

easures 
Guidance Notes 

Periods of indirect 
supervision 

Staff ensure parents are aw
are of the likelihood and 

circum
stances under w

hich rem
ote supervisions w

ill 
operate and gain consent.  Staff w

ill assess the suitability 
of the location for the activity and put into practice 
appropriate safety m

easures including size of groups in 
w

hich to operate, rendezvous tim
es and places, how

 to 
contact staff in case of em

ergency to include other 
practical advice. 

Abduction/ Attack by 
stranger 

Pupils w
ill be briefed on how

 to contact staff. On certain 
activities and those w

hich take place over one of m
ore 

nights pupils w
ill have I.D. cards w

ith contact details of 
accom

m
odation, school and leader m

obile num
ber 

W
eather and adverse 

effects 
Staff w

ill consider possible w
eather conditions, plan 

appropriate program
m

e, and ensure that students are 
aw

are of clothing and equipm
ent required prior to 

departure through appropriate checks. 

Transport 

Only reputable com
panies w

ill be hired to ensure against 
defective vehicles, unsafe drivers and operating 
procedures 

2
2

Trivial
W

e w
ill be together the entire tim

e 
w

hile on property (m
inus using the 

restroom
.)  Parents are responsible for 

bringing perform
ers to and from

 the 
event

2
5

U
nlikely given the nature of the event

2
4

D
ue to location som

e surfaces could 
be w

et.  W
ill perform

 under cover or 
inside (w

ith m
asks) if raining.

1
2

Students will be brought by individual 
parents or residential.

2321

Tolera
ble

Trivia
l

Trivia
l
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EV3 Risk Assessm

ent All Educational Visits V10 
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Headings/Specific 
Risks 

Likelihood 
(Probability) 

Im
pact 

(Severity) 
Risk 

score 
Risk 

Level 
Control M

easures 
Guidance Notes 

M
isbehaviour on 

Transport 
Students w

ill be provided w
ith direction and guidance 

regarding behaviour on the m
eans of transport to include 

over issues of w
elfare and safe-keeping 

Accidents (transport 
related) 

Students w
ill be instructed regarding m

atters of w
elfare 

and safe-keeping and m
anaged according to 

circum
stances in relation to use of entrances and exits, 

safe stopping off locations, m
anner of alighting, head 

counts, potential hazards etc. 

Breakdow
n / Injuries 

Staff w
ill ensure students are briefed regarding 

em
ergency action to include controlled and m

anaged 
evacuation of vehicle as necessary. Staff w

ill m
anage 

breakdow
n of vehicle response to effect safe onw

ard 
travel.  

Return after school 
hours 

Return is pre-planned and parents are inform
ed from

 
w

here to collect pupils (or it is pre-agreed w
ith parents 

that older pupils w
ill m

ake their ow
n arrangem

ents for 
getting hom

e). Suitable arrangem
ents are m

ade for any 
pupils w

hose parents fail to collect them
 

1
2

Parents bringing students

1
2

Students transported by parents

1
2

Students transported by parents

5
6

Parents w
ill pick up their students from

 
the event.

1
Trivia

l

111

Trivia
l

Trivia
l

Tolera
ble
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Headings/Specific 
Risks 

Likelihood 
(Probability) 

Im
pact 

(Severity) 
Risk 

score 
Risk 

Level 
Control M

easures 
Guidance Notes 

Em
ergencies 

The School em
ergency plan is carried on all school 

journeys and used as a checklist by w
hich to respond 

such m
atters. 

Support Supervisors/ 
Parent Volunteers 

Such people w
ill be briefed regarding their role and the 

extent of their responsibilities, other than in unforeseen 
circum

stances, they m
ay only act in a leadership capacity 

under guidance. 

Leaders’ ow
n children 

/ children of other 
staff 

If staff or volunteers’ fam
ilies join group, student 

supervision m
ust not be com

prom
ised. Staff children are 

sim
ilar age to group and supervised w

ith pupils or 
separate supervision m

ust be arranged 

Allergies, Anim
als, 

insects, poisonous 
plants etc. 

Ensure those w
ith know

n allergies carry m
edication, 

avoid know
n high risk situation, take necessary 

avoidance action if encountered 

2
4

Em
ergency planned to be reviewed by 

M
s. Tousek and M

r. King prior to the 
event.

1
3

n/a

1
2

n/a

2
4

I carry an epipen for m
yself, and w

ill 
carry a first aid kit.  An outdoor venue 
by the lake could result in som

e ant or 
bug bites.

2
Trivia

l

Trivia
l

2

TRivia
l

1

Tolera
ble

3
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EV3 Risk Assessm

ent All Educational Visits V10 
Page 7 of 9

Headings/Specific 
Risks 

Likelihood 
(Probability) 

Im
pact 

(Severity) 
Risk 

score 
Risk 

Level 
Control M

easures 
Guidance Notes 

Nam
e in Capitals: 

Signature: 
Date: 

��/$1$/$ .�$)Ѷ�*)Ѷ�
*-�) �-�2

�/ -

�''����*(
+�)4$)"�./�!!�(

�� ��2
�- �*!�/# �+�-/$�0'�-�

�)��#$"# -�-$.&.��..*�$�/ ��2
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�/ -���. ����/$1$/$ .�
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��/$1$/$ .�$)1*'1$)"�2

�/ -�2
$''�� ���- !0''4�+- Ҋ+'�)) ��

�)��-$.&��.. .. ���)���*)/-*'�(
 �.0- .�+0/�$)�+'�� 

5
7

The venue is on the lake, how
ever, I do 

not anticipate that w
e w

ill be singing on 
the lake itself, or over w

ater.   

EM
ILY K. TO

USEK
11/19/21

2
Tolera
ble
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ent All Educational Visits V10 
Page 8 of 9

Value of Risk Tables 

Risk Ratings 

Probability 
Severity 

1 
Very unlikely 

No injury 
2 

Unlikely 
M

inor injury 
3 

Likely 
Reportable injury 

4 
Very Likely 

M
ajor injury 

5 
Certain 

Single/m
ultiple death 

Risk Severity/Probability M
atrix 

Severity 
5 

4 
3 

2 
1 

Probability 

5 
25 

20 
15 

10 
5 

4 
20 

16 
12 

8 
4 

3 
15 

12 
9 

6 
3 

2 
10 

8 
6 

4 
2 

1 
5 

4 
3 

2 
1 

High – 15 to 25 
M

edium
 – 10 to14 

Low
 – 1 to 9 

Actions and Tim
escales 

Risk Level 
Actions and Tim

escales 

Trivial 
No action required 

Tolerable 

No additional controls are required. Consideration m
ay be given to a 

m
ore cost effective solution or im

provem
ent that im

poses no additional 
cost burden. M

onitoring is required to ensure that the controls are 
m

aintained. Lim
ited action required. 

M
oderate 

Efforts should be m
ade to reduce the risk, but the cost of prevention 

should be carefully m
easured. M

onitoring is required to ensure that the 
controls are sustained. Reasonable action required. 

Substantial 
Considerable resources m

ay have to be allocated to reduce the risk. 
Urgent action should be taken. 

Intolerable 
Im

m
ediate Action to be taken. Level or risk unacceptable. If it is not 

possible to reduce the risk even w
ith unlim

ited resources, Activity m
ust 

cease. 
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EV4 Details of Pupils Participating in Educational Visits

First Nam
e 

Last Nam
e 

Date of Birth 
Passport No 

Nationality 
Date of Issue 

Place of Issue 
Date of Expiry 

1 2 3 4 5 6 7 8 9 10 
11 
12 
13 
14 
15 
16 
17 
18 
19 
20 
21 

Sam
eena

Lalljee
6/12/2006

n/a
US

Rachel
Jolley

11/28/2005
n/a

US
Zhixuan

Chen
6/1/2003

n/a
China

Caiyan
Luo

1/17/2005
n/a

China
Alexandra

Sholtis
11/16/2004

n/a
US
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First Nam
e 

Last Nam
e 

Em
ergency Contact 1 

Hom
e Tel: 

M
obile: 

W
ork: 

Relationship 
E-m

ail
1 2 3 4 5 6 7 8 9 

10 
11 
12 
13 
14 
15 
16 
17 
18 
19 
20 
21 
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EV4 Details of Pupils Participating in Educational Visits V10 
 Page 3 of 3

First Nam
e 

Last Nam
e 

Em
ergency Contact 2 

Hom
e Tel: 

M
obile: 

W
ork: 

Relationship 
E-m

ail
1 2 3 4 5 6 7 8 9 

10 
11 
12 
13 
14 
15 
16 
17 
18 
19 
20 
21 
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EV5 M
edical Inform

ation: (Collated from
 ISAM

’s and or the School Nurse)

First Nam
e 

Last Nam
e 

Epilepsy/Seizures 
or blackouts 

Blood Disorders 

Diabetes 

Asthma/Breathing 
Difficulties 

Allergies 

Current 
Medication 

Swimming Ability 

Dietary 
Requirements 

Any other Issues 

1 2 3 4 5 6 7 8 9 10 
11 
12 
13 
14 
15 
16 

Sam
eena

Lalljee
Yes

Rachel
Jolley

No
Zhixuan

Chen
No

Caiyan
Luo

No
Alexandra

Sholtis
No

NO

NoNONO
NO

NoNonononoi

no
no

Nononono
none noted

none noted
none noted
none noted
none noted

yes
yes
yes
yes

yes

nononono
no

NoYes
nono

no
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EV5 M
edical Inform

ation V10 
 Page 2 of 2

First Nam
e 

Last Nam
e 

Epilepsy/Seizures 
or blackouts 

Blood Disorders 

Diabetes 

Asthma/Breathing 
Difficulties 

Allergies 

Current 
Medication 

Swimming Ability 

Dietary 
Requirements 

Any other Issues 

17 
18 
19 
20 
21 

NoYes
nono


